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1. In accordance with your verbal request of 2 January LyUC, a survey
of neoroduction Division has bzen made. The result of this survey is dis-
cussed below, setting forth the pressnt procedure used in processing Form

No. 36-2, Reproduction Requisition, and th: propossd procedure for processing,
and scheduling work requested on the aforementioned form.

A. Reproduction Requisition, Form Ho. 36-2,

1. Reproduction Requisition, Form No. 36-2 is submitted, in duplicate,
by th2 Requisitioning Officer to the Reproduction Division, Services
Branch.

2., The Control Clerk, Reproduction Division, time stamps the incoming
ieproduction iiequisition, assigns a job number to the original and
carbon copy of the requisition. The carbon copy (blue in color) is
returned to the Requisitioning Officer for his files and use in future
checks.

3. The Control Clerk, Reproduction Division, rzcords in thes lo: book
the type of work; description; number of originals, number of repro-
ductions of each ori.inal; total reprroductions, requisitiona=d by,
Division or Eranch, gtc.,; A:ency; date of raquest; datz Job recoridad;
lelivery date requested; and date of delivery. (See Exhibit nan).

L. The Reproduction Requisitions is reviewsd by the chief or Assistant

Chief “ho determinuzs, if possible, a shorter, more inexpensive type
of rasprecduction, etc., that may be usad. If a means of raproductilon,
other than reyuestazd, is deersd necessary the reviewing official con-
tacts the Requisitionin; Officer explaining the reason for the change

: and receiving his verbal approval prior to starting work on the re-
quested job. Tihe Chief or Assistant Chief also review incoming roqui-
sitions determining the Jjobs which are to be Mfarmed out" to Government
Printing Office for processing. Also, that thz prior arproval has lzen
sranted by the Chief, Manapement 3ranch, for the reproduction or
rerunning of a CIJA form.

n. Forwarding Reproduction Raquisition, Form Ho. 36-2, to Cections.

1. Thz Chief, Assistant Chief, Stenoirapher, or Control Clerk wil. call
tiwe various saction heads stating; that a 784 job or several accuummu=
latad jobs are on hand to be picksd up.

2, “hese incoming jobs are r:tained by the Reproduction Division in a
drawer marksd either "Photosraphy", "Offset! or "Pnotostath, until
such time as the section head can come to Room 202 ¥orth muilding
to pickus the reguested work. The section head, when making a trip
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The Control Clerk, from time to time, will deliver jobs to the
varicuis suction heads for processing and alse making a pickup of
arny completed work.

The Control (lerk waintains a "Revroduction Job Conirol Log".

(See mxidibit "B"). This form is a means to Locating incomplete
jobs. This form is si;ned by the individual receivin +the job for
processing anua again when the completed job is returned to 202
Korth Muilding. ' ‘

Section Controle.

l.

Photostat

(a) See Exhibit nCw for the log used for recording incoming and
outgolng complated jobs.

Fhotography

{a) See Sxhibit "pn for the Log ussd for recording incoming and
ouvtgolng comvleted Jobs,.

Prassroom

(a) BSee ixhibit "&" for the log used for recording incoming and
outgoing completed jobs,

Wimeogranti

(a) See &xhibit "pt for the log used for recording incoming and
outgoing completad jobs.[:f::::]

(b) See Exhibit ngr for the log used for recording incoming and
outgoin, completed jobs. (CIA)

Offset 'Y

(a) See dxhibit WH" for a control form uszd by [ Jon
1

offset work produced in Heproduction Division & GPO.

Delivery of Completed Jobs

1.

Pressroom

(a) Duz v the larger bundles produced by this office, |

CAF-2, Misc. Dup. Mimeo. {per., delivers these packages to the

No. 36-2 is signed and returnsd by ¥r

various TRequisitioning Ctficers. The[fﬁfffffﬁ receipt on Form

chotostat, Photography, Mimeograph, etec.

{a) These comnlet:d jobs are brought from the sections, by various

individuals, to Room 202 North Building., Delivery to the
requisitioning office is accomplished (1) by | }

ABbrifes Tt RacdEs ZERRIISIE CeIAROPEe0YPPABEYS00B0R0 L dual
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Completion of Log ook,

(1) The Control Clark posts to the last column of the log, axhibit nan,
Date of pelivery, the date which trne delivery receipt, Form 36-2
discloses.

(2) Form 36-2 is then filed nucerically in a completed file.

PROPOSED PROGCEDURE

“esproduction Requisition, Form wo. 36-2.

L. Reproduction Requisition, Rorm No. 3662 is submitted, in duplicate,

Ly the Requisitioning Ufficer to the Reproduction Division, Services
Nranch. The Control Clerk, deproduction Division shall time stamp
the incoming %eproduction Requisition.

2. The Chief or Assistant Chief, Reproduction Division shall review all
incoming Reproduction Requisitions to determine if a shorter, more
inexpensive type of reproduction may be used. The Chief or Assistant
chief shall clear with the Requisitioning Ufficer prior to substituting
a different type of reproduction.

3, The Division Chief or Assistant Chief shall determine that the proper
Management Rranch approval for forms has been received prior to rspro-
duction.

L. The Division Chief or Assistant Chief shall determine which repro-
duction jobs are to be forwarded to the Government Priting (Office.

5. The Division Chief or Assistant Cnief shall indicate on Form 36-2, 1
Reproduction llequisition, the scheduled delivery date, bearing in
riind ths priorities, etc. :

Lo: of RHeproduction Regquisitions.

L. The log book shall be located in Room 202, North Buiiding. The Control
Clerk shall assign a job number to the Reproduction flequisition, Form
{lo. 36-2, rsturning a copy (blae in color) to the Requisitioning Officer.

2. The original form shall be recorded on the log sheet by the Contro:
Clerk showing the Job number; type of work; branchj division; reguisitioned
by; numbsr of originals; number of reproductions of each original; total
reproduced, description, estiusmated cost, classification, priority, date
of request, date job recorded, delivery date requestad, and date of
delivery (See &xhibitnIn),

Production and Control of Reproduction Requisition.

1. The RBpreveq s RBRESS 2DDSIDH0BLICHERBPS4IIPIEASed0 20043606217t roL

Clerk to the office of the Production coordinator, Room 8 North Building.
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The Production Coordinator shall record on the Production -
Chart (See Bxhipit ngn), the job number; date received; and ‘
the scheduled due date. All Reproduction Requisitions, Form

Ho. 36-2, bearing a priority, shall be recorded on the Production
Chart in RED. )

where possible, in the case of composing, pressroom, mimgograph,
photography and photostate, the requested total pages, impressions,
negatives, prints, etc., shall be recorded. This recorded tfigure
will give the production coordinator an estimate of the size of the
job in process.

Thae Production Coordinator shall enter on the production chart the A\
date each JobL wus forwarded to the appropriate section or unit in- '
volved for the reguir:d production.

Mr. CAF-2, lisc, Dup. Wlmeo. Oper., will deliver the
reprodaction jobs to the various sections and units as directed by

the Production Coordinator. Also, making pickups of completed jobs
and returning sawe to the production Coordinator. .

The Production Coordinator, upon receipt of the completed jobs, shall
record on the Production Chart the total ne:atives, prints, impressions,
etc., depending upon the particular job. The Production Coordinator
will then schedule the job to the next section or unit involved in the
particular process required.

gach section or unit shall maintain a log, consisting of the job number,

date receivzd, gelgaged to, date and time. Also, a colum for any
remarks. (See Bxhibit ").

The Production coordinator, at L1:00 and L:00 each day, shall check
the log sheet of the Camera & Layout Unit and the Platemaking Unit,
to determine the compieted jobs, and the quantity produced.

REASCH: As these two units are situated in adjacent rooms, it is
determined more feasible for the unit head to hand process the negatives
to thes plabzmaker and heuvce the plates to the pressrooi.

The Production Coordinator shall schedule deliveries to the various
buildings. | | will make these deliveriesbetween 11:00
and 12:00 and L:00 to 5:00.

NOTR: It is recomiended that a courier or messenger e assigned to

assistug;;;;%;%;lps he alone will be required to leave the delivery
fruck unguarded which contains classified material.

Daily Production lwecord,

1.

2.

The production chart shall be totalled esach evening which will disclose
the total work load and the total production for the day.

These figures of production will be brought forward onto a form

wnai L Producbion Record! (See Bxhibit "En). Tnis form will be pre-—
Ao Ot HEBase 200403106 | GIAURDRS4-00137A 0002000 0BG o Vices
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Rra.ch, carton copy to the Chief, Reproduction Division, and carbon
copy shall be rstained by the Preduction Coordinator.

The proasosed procedure for the production chart being that all in-
complete jobs will be recorded each mernihg on a new chart (Exhibit wgn).
CCLKVENTS: It is believed that this may prove toodetailesd and involve
toomuch time. However, it is recommended that the daily production
chart be tried. If the chart progves tootime consumming =ach morning,

it is then recommended that a naw chart be prepared once a week.

At 1L1:00 and }:00 each day, the Contrel Clerk, in the office of the Chief,
will check the chart of the Prcduction Coordinator to securs the
location of each job. T'is information shall be record:d on a
Control Chart (Exhibit "L"). locatad in the office of the Chief,
Reproduction Division. '

completion of Log Eook,

l.

The control Clerk will post to the last column of the Loz book, "date
of delivery" the date which the delivery receipt, Form 35-2 disclosz:.,

Form 36-2 is then filed numberically in a com=leted file.
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DELIVERY RECEIPT

THE SERVICE ORDERED ON THIS REQUISITION RECEIVED

FORM NO.
SEP ro4g 362

SIGHATURE OF RECEIVING OFFICIAL

- - J0B NUMBER
NOTE: SEE (NSTRUGTIONS
S5emsnuoTion REPRODUGTION REQUISITION .
"ORDERED, BY (PERSON) BUILOING ~_|RGOM PRONE THIS DATE
\
RANGH OR OFFICE -  [owisioN “[sEcTION: DATE JOB REQUIRED. " i -
. SERVIGE NO. OF COPIES REQ. | TOTAL NO. DISPOSITION
REQUIRED x size ORIGINALS | ON EACH COPIES PRINT X BINDERY OF STENGIL x
I vee. [ ONE SIDE ASSEMBLED RETURN
PHOTOSTAT Ei 0']s /Z P0S. ;7. /| 3, |1wo sipES UNASSEMBLED RETAIN
OFFSET . " | Meap To HEAD FASTENED DESTROY
PRINT f//s (/Z r-_{ 7,000 & 0,649 TumeLe Heap PUNCHED ESTIMATED
) PADDED MONTHLY USASE
MIMEOGRAPH PAPER
© 5{/; /4’% ADDRESSED
/ KIND X
’ PHOTOBRAPH 2 /’Jd \I/L{ g(’ o 70 RERUN  DATA GLASSIFIGATION
- Jooron TO BE RERUN
MICROFILM - - :
/2 /2 /0 /D . NOT TO BE RERUN
x N . - - 3 .
0ZALID REMARKS:
4 s
.
RUBBER
STANP

SIGNATURE OF REQUISITIONING OFFIOCIAL

—
(1208)
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